Kansas

Department for Aging
and Disability Services

AIR — Submitted AIR Reports
(Adverse Incident Reporting)
User Manual

KDADS and MCOs

August 2016







Table of Contents

LCT= T =T o | T a1 U T d o L3PPSR 1
Yool =Ty Y= TN Y o] o] [ ToF- o o WU SUPRPRt 2
AdVEIrSE INCIAENT LISTING ..cuvveiiiiiiie ittt e e st te e e s st te e e e sbteeessbaeeessbtaeessnsaeeessnseneessnses 4
Incident Reporting — Description Of FIElAS........cccuiii e e e e saree e 6
Assignment / Resolution — Description Of FIEldS ........cccccieiieeiieiieiii ettt 10
AEach/UPIoad File UTIITY ..oveeieree ettt ettt et e et e ete e e bee e e tb e e e beeeeareeenbaeesaeeearesennnas 16
User View Access Mainte@Nance Tab .......ciiiciiiiiiiiiiec ettt e et e e e re e e e saae e e e s abe e e e s abeeeesnbeeessnnsenas 21
User E-Mail Maint@nance Tabh.. ..ottt ettt ee e et e s ae e st e e be e e ssbeesnaeesnaeesbeeesnees 25

Close Application/Log Out of KDADS Web APPliCatioNnS.........cocviiiiuiiiieieeiee ettt et 27







General Instructions

Overview Adverse Incident Reporting (AIR) is a KDADS web application used by providers and individuals to
report adverse/critical incidents involving individuals receiving services from agencies licensed or
funded by KDADS. The AIR reporting form is made available to providers and individuals via a link
on the KDADS website at www.kdads.ks.gov.

Submitted AIR Reports is the version of the web application that KDADS staff use to access and
review incidents submitted by providers and other individuals. MCO users can also access
Submitted AIR Reports, but only in read-only viewer mode.

System e Internet Connection

Requirements e Internet Browser:

and Browser = Microsoft Internet Explorer 11 or newer —the only browser that KDADS officially supports

Settings for Web Applications

= Other browsers may be used with the understanding that KDADS cannot troubleshoot any
issues that may arise using Web Applications with another browser.

Contact Persons

Important

Updated 8/2016

Issue

Contact Person

Application How To Questions and Security
Access

KDADS Help Desk
Phone:
(785) 296-4987 or
(800) 432-3535

E-Mail:
KDADS.Helpdesk@ks.gov

Questions about AIR Policies and Guidelines

Phone:
(785) 296-4986 or
(800) 432-3535
Ask for the program manager for the waiver
or service that the affected client is
associated with.

The required fields referenced in this chapter refer to system-required fields. These fields are
required in order for the form to be saved. The information that is required due to policy may be

different from those that are system required.

All information saved in any KDADS web application or web form is encrypted and secure.
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Accessing the Application

Introduction

The Submitted AIR Reports application is accessed via KDADS Web Applications. While providers and

individuals reporting incidents can access the form via a public link, KDADS and MCO staff must
have an authenticated web applications user account with the required security to access Submitted
AIR Reports. All KDADS Web Applications and forms submitted via the application are secure and

encrypted.

How To Follow the steps in the table below to login to KDADS Web Applications and launch the Submitted
AIR Reports app.
Step Action Result
1. | Open aninternet browser. Go to the The KDADS Provider Information home

KDADS Provider Information website at
www.kdads.ks.gov/provider-home
Note: KDADS staff can also use the Intranet

page displays:

website.

 STRAPER g

R KR Ay >

Services Commissions. Hospitals / Institutions
Draft Policies for Review / Comment

Memne

Media Center

KDADS PROVIDER INFORMATION

Hotlines Contact Us Provider:

button on the right side of the page.

2. | Select the Web Apps link on the right side | The KDADS Web Application Information
of the black menu bar under the sunflower | page displays:
field banner.
Information Services Division
D partnent for Aging Web Applications Information
and Disability Services
Providers Home  Web Applications Manuals
Home | Web Apps |
Web Application Information
KDADS Web Applications New Location
The Kansas Department for Aging and Disability Services (KDADS) has moved the location of the T
web applications to a new server system Current Status:
Access to these web pages allows for the use of the latest Microsoft Internet Explorer browser, which | avarrasce
3. Click on the green Web Applications The KDADS Login Page for Web

Applications displays.

Updated 8/2016 Page 2 of 27
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Accessing the Application, continued

How To

Updated 8/2016

continued

Step Action

Result

4. | Enter your Username and Password.

The password is masked for security
purposes.

KDADS Login Page for Web Applications

in (default’ Forgot Password Change Password

Usermame | testuserdd |

Password | Ty ®

Fasswords not transferred from the previous Web Applications system site.
EVERYOME must complete the FIRST TIME USER steps.

» ) Contact Information and Hours of Operation

How to use (your Options) - Click links below for Instructions

First Time User view

Normal view

Forgot Password? view

Change Password view

» ) Password Format and Use Requirements

5. Click on the Login button, OR
Tab to the Login button and press Enter.

The KDADS Web Applications Home page
displays.

6. Click on the AIR icon.

AR
[AAY

Submitted ALLR.
Reports

The Adverse Incidents Listing page
displays.

Note: No submitted incidents will display
in the listing until a Worklist Category is
selected (covered in the next chapter.)
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Adverse Incident Listing

Overview When a KDADS user is set up for AIR access, they are associated with one or more specific program
types (HCBS waiver, PRTF, SUD, etc.) For each program type association, a radio button to select the
program is added to the Worklist Category, located at the top of the Adverse Incident Listing page.
This ensures the user only sees AIR reports associated with the programs they work with.

The Adverse Incident Listing page for MCOs only displays incidents submitted for their clients.

Adverse KDADS users can see all reported incidents that are associated with the programs that they work

Incident Listing  with. MCO users can see reported incidents for their clients only. The Adverse Incident Listing page
displays these incidents. They are grouped by their report status, and then sorted by the date the
incident was reported. The listing displays only those incidents associated with the program type
selected in the Worklist Category.

How To View Follow the steps in the table below to display submitted incidents for a specific program type.
the Incident
Listing
Step Action Result
1. | Onthe Adverse Incident Listing page, click | The submitted incidents for the selected
on the desired Worklist Category radio Program Type display as an Interactive
button. Report.

Kansas

Department for Aging
and Disability Services

Select the /I\ Adverse Incident Reporting
desired
Program » Worklist Category. © Private Psychiatric Hospital Psvchiatric Residential Treatment Facilitv
Type here
Adverse Incident Reports Submitted

-~

7 v [ Go ] [ Actions ]

- Report Status -
Mo data found.

Continued on next page
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Adverse Incident Listing, continued

How To

How To Open a

Submitted
Incident

Updated 8/2016

continued

Step

Action

Result

2.

selected.

Example: Private Psychiatric Hospital is

Incidents submitted with Program Type of
Private Psychiatric Hospital display. The
report is formatted to group the incidents
by report status.

/I\ Adverse Incident Reporting

Worklist Category: © Private Psychiatric Hospital

s V1E

Report Status : REPORTED

Adverse Incident Reports Submittedk
7

Psychiatric Residential Treatment Facility

7 08Me0te 05102/2016 BUSINESS SN NANE CUSTOMER PRIVATE PSYCHIATRIC HOSPITAL  PERSONAL SERVICE ATTENDANT/SELF-DIRECTED
7  0sMe0ts 0510112016 KDADS SN CUSTOMER NAME PRIVATE PSYCHIATRIC HOSPITAL DAY SUPPORTS - REGULAR
7 0sMe2016 051812016 BLOOM COUNTY MENTAL HEALTH B8 oPUS PENGUIN PRIVATE PSYCHIATRIC HOSPITAL ~ PERSONAL SERVICE ATTENDANT/SELF-DIRECTED
7 0512016 0511712016 KDADS s CLIENT NAME-HERE PRIVATE PSYCHIATRIC HOSPITAL  LIVES IN SHARED LIVING ARRANGEMENT
7 0810612016 0610412016 ABC123 SUPPORTS INC s HANA SMURF PRIVATE PSYCHIATRIC HOSPITAL  MENTAL HEALTH - ONSITE
7 080712016 0610612016 KS DEPT. FOR AGING AND DISABILITY SERVICES SN ANON SMURF PRIVATE PSYCHIATRIC HOSPITAL ~ MENTAL HEALTH - COMMUNITY
7 080712016 0610712016 ABC123 SUPPORT SERVICES SN ANON SMURFETTE PRIVATE PSYCHIATRIC HOSPITAL  LIVES IN SHARED LIVING ARRANGEMENT
Report Status : DOES NOT MEET ADVERSE INCIDENT DEFINITION
7 0sMer2016 0511812016 BLOOM COUNTY HERALD BB BILL CAT PRIVATE PSYCHIATRIC HOSPITAL DAY SUPPORTS - REGULAR
Report Status : COMPLETED
7 05M8i2016 051812016 KDADS SN CLIENT LNANE PRIVATE PSYCHIATRIC HOSPITAL DAY SUPPORTS - REGULAR
Report Status : ASSIGNED
7 05Ma2016 051812016 BLOOM COUNTY MENTAL HEALTH BB NANE GOESHERE PRIVATE PSYCHIATRIC HOSPITAL ~ RESIDENTIAL SUPPORTS - REGULAR
Z 052312016 0512212016 BERT NASH CMHC, ING D6 JANE DOE PRIVATE PSYCHIATRIC HOSPITAL DAY SUPPORTS - REGULAR

Users can change the look/functionality of the report by sorting, filtering, highlighting, and
grouping the report using features within Interactive Reports. For instructions on using these
features, refer to the Interactive Reports Instructions for KAMIS and other KDADS Web
Applications located on the KDADS Provider Information/Manuals and Instructions website

(http://www.kdads.ks.gov/provider-home/manuals).

Follow the steps in the table below to open a submitted incident.

Step Action

Result

1. | Onthe Adverse Incident Listing page, click
on the desired Worklist Category radio
button.

The submitted incidents for the selected
Program Type display as an Interactive

Report.

2. Click on the Select icon located at the
beginning of the incident row to be
opened.

Report Status : REPORTED

08/26/2016 =

The selected AIR report opens.
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Incident Reporting — Description of Fields

Field Descriptions The tables below describe each field found on the Adverse Incident Reporting form that is
submitted by providers and individuals (Reporters). All these fields will be read-only, as submitted
by the Reporter. A red asterisk (*) indicates a field that had to be completed in order to submit the
incident.

Field or Button Action / Purpose

Person Reporting Incident Information Region

Report Completed By First Name: TEST Last Mame: USERS9

Reporter Phone: 7852960583 Reporter Email: TEST.USER99@ABC123.XYZ
Reporter Organization Mame: ABC123 SUPPORT SERVICES

Crganization Street Address: 503 S KAMNSAS AVE Organization Phone: Y8520964986
City: TOPEKA State: K3 - KANSAS Zip: 66603 County: SN - SHAWNEE

Provider Branch Facility (If Applicable):

* Report Date; 06/07/2016

All fields Reporter information and the organization to which the reporting person is
associated.

Report Date Date the AIR form is completed. Defaults to the current date, but it can be
changed by the Reporter.

Incident Information Region

Incident Information

* Incident Date: DB/07/2016 Time of Incident (if known): * County Where Incident Occurred: SN - SHAWNEE

List personis) Involved in Incident:
Include relationship to individual - - For example: staff, family member (spouse; sibling; child, etc.)

Incident Date Date the incident occurred.

County Where Incident Occurred The county where the incident occurred. Facilitates assignment of KDADS staff
for incident review.

List person(s) involved in incident Optional, but if it is known which individuals other than the client are involved,
the name(s) and their relationship to the client involved are entered here.

Continued on next page
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Incident Reporting — Description of Fields, continued

Field Descriptions continued

Field or Button

Action / Purpose

Individual Involved in Incident Information Region

* First Name: JOE

* KanCare Member:

Kamis Person Number:

Individual Involved in Incident Information

* Date of Birth: 04/01/1950 * Gender: FEMALE *® MALE

MCO Organization (if known): Medicaid ID:  Medicaid ID Unknown:
Program Type: PRIVATE PSYCHIATRIC HOSPITAL
Service Received During Incident: RESIDENTIAL SUPPORTS

# | ast Mame: CLIENT

® Yes Mo Unknaown

SAPT Block Grant 1D:

First/Last Name of Client

Name of the client involved in the incident being reported.

Date of Birth

Client's date of birth.

Gender

Client's gender.

KanCare Member

Indicates if the client is a KanCare member, or if the information is unknown.

MCO Organization (if known)

The client's KanCare provider.

Medicaid ID

If the client is a Medicaid customer, and the Medicaid ID number is known, it
must be entered here.

Medicaid ID Unknown

If the client is a Medicaid customer, and the Medicaid ID number is not known,
this box must be checked.

KAMIS ID

Not required, but if the client is in KAMIS, and the person number is known, it is
entered here.

SAPT Block Grant ID

Not required, but if the client is an SAPT Block Grant recipient, and the ID
number is known, it is entered here.

Updated 8/2016

Continued on next page
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Incident Reporting — Description of Fields, continued

Field Descriptions

continued

Field or Button

Action / Purpose

Adverse Incident(s) Region

At least one incident must be checked. If Other is selected, an explanation must be entered in the Other Explanation
text box. The incidents listed here are effective as of September 1, 2016. Reports submitted prior to September 1, 2016
will display the list from the prior AIR form (version 1.)

Adverse InCide nt(S) Version 2: Report Date After September 1, 2016

Abuse: || Death: Il Elopement:
Misuse of Medications: |l MNatural Disaster: Il
Other:
Other Explanafion:
* Protection Reporting Center (PRC) Notified: YES ® NO

Date Notified: Intake Number:

I ER/ Hospitalization: Il Exploitation: I Fiduciary Abuse: || Law Enforcement Involvement:
Meglect: Il Restraint: Il Seclusion: I Serious Injury: Il Suicide: I Suicide Attempt:
UNKNOWN Which Agency Contacted: ' DCF Adult (APS) / Child (CPS) Protection Services  KDADS Complaint Hotline

Click on an Adverse Incident label to display a definition of the incident.

Kamis Person Mumber:

Adverse Incident(s

Abuse: [O] I Dea
Misuse ofl'-ﬂedicguns:lj I Matl

other: [
Other Explanation:

¥ Protoctinn Bonndinn Contar (PR

Abuse: b4

Abuse - Any act or failure to act performed intentionally or recklessly that causes oris
likely to cause harm to a consumer, including: (1) infliction of physical or mental
injury; (2) any sexual act with a consumer that does not consent or when the other
person knows or should know that the consumer is incapable of resisting or
declining consent to the sexual act due to mental deficiency or disease or due to fear il
of retribution or hardship; (3) unreasonable use of a physical restraint, isolation or
medication that harms oris likely to the consumer; (4) unreasonable use of a

physical or chemical restraint, medication orisolation as punishment, for

convenience, in conflict with a physician’s orders or as a substitute for treatment,

except where such conduct or physical restraint is in furtherance of the health and

safety of the consumer ar another individual; (5) a threat or menacing conduct

directed toward the consumer that results or might reasonably be expected to result

in fear or emotional or mental distress to the consumer, (6) fiduciary abuse; or (7)
omission or deprivation by a caretaker or another person of goods or services which

are necessary to avoid physical or mental harm orillness.

.

Protection Reporting Center (PRC)

Notified

Indicates if the appropriate PRC was notified, or if this information is unknown.
Note: Submitting an Adverse Incident Reporting form does not replace
reporting the incident to a Protection Reporting Center.

Which Agency Contacted

If a PRC was notified, the appropriate agency that was contacted is selected.

Date Notified

If a PRC was notified, the date of notification must be entered.

Intake Number

If a PRC was notified, the Intake Number is entered here, if known.

Updated 8/2016

Continued on next page
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Incident Reporting — Description of Fields, continued

Field Descriptions continued

Field or Button Action / Purpose

Incident Details Region

Incident Details

* Summary of Facts Relevant to Incident:
incident details summary

* Results of Incident (Transport to hospital, Qutpatient Medical Treatment, Law Enforcement Involvement, Screen Requested, Transferred, Other):
incident details results

Summary of Facts Relevant to Incident | The relevant facts of the incident being reported.

Results of Incident (Transport to The actions taken in relation to the client as a result of the incident being
hospital, Outpatient Medical reported.

Treatment, Law Enforcement
Involvement, Screen Requested,
Transferred, Other)

Updated 8/2016 Page 9 of 27



Assignment / Resolution — Description of Fields

Field Descriptions The Assignment/Resolution region of the AIR form is only visible to KDADS staff and MCOs. KDADS
users have full access and complete this part of the AIR form; MCO users have read-only access.
Refer to the following tables for a description of each field.

The following images refer to what a KDADS user will see. MCO users will only see the 'Cancel' and
'Print AIR Report' buttons, and all fields will be read-only.

Field or Button

Action / Purpose

Form Status Region

Form Status cancel | | ApplyChanges
Current Report Status: REPORTED | Assigned | | Completed | [ Does NOT Meet Adverse Incident Definition
Mote: * Designates that the item is pequired.
Print AIR Report
Delete
¥
Current Report Status: ASSIGNED | Assigned | | Completed | [ Does NOT Meet Adverse Incident Definition
Note: * Designates that the item is required.
Print AIR Report
Delete
Cancel Returns to the Adverse Incident Listing page.
Apply Changes Saves changes made in the KDADS Investigation Actions region.

Current Report Status

Displays the current status and other possible statuses. Clicking a status button
automatically updates the Current Report Status to the selected one.
Note: Required fields must be completed before the status can be updated.

Status

How Used

Reported Status automatically changes to REPORTED when the reporter clicks on
the Submit to KDADS button.

Assigned When the report has been assigned to KDADS to review/resolve. Assigned
To and Assigned Date fields are required.

Completed When the incident reporting/resolution process has been completed.

Resolved and Resolve Date fields are required. The form changes to read-
only.

Does NOT Meet Adverse
Incident Definition

When the reported incident does not meet the definition of an adverse
incident. Assigned To, Assigned Date, Resolved, and Resolve Date are the
only required fields. The form changes to read-only.

Print AIR Report

Launches the browser's Print dialog box.

Delete

Click the Delete button to delete the report. Use with caution! No warning
dialog displays.

Updated 8/2016

Continued on next page
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Assignment / Resolution — Description of Fields, continued

Field or Button

Action / Purpose

KDADS Investigation Actions Region
Regulation Violations Button

These buttons are not accessible by MCO users.

KDADS Investigation Actions

| Regulation Violations |

| Investigation Notes ‘

Opens the Regulation Violation Entry page for data entry of regulation violations pertaining to the incident.

Regulation Violation Entry

Save

Yiolation Code:

“iolation Text:

Yialation Motes:

Regulation Violations

VIOLATION_CODE

¥-31

VIOLATION_TEXT VIOLATION_NOTES
Enter text. Enter notes.
1-1

Violation Code

The code for the regulation being referenced in this entry.

Violation Text

The description of the regulation that was violated.

Violation Notes

Any notes pertaining to this particular regulation violation and its relevance to
the reported incident.

Save

Click to save the entry and display it in the Regulation Violations table.

Regulation Violations table

Displays the Regulation Violation Entry information once saved.

Updated 8/2016

Continued on next page
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Assignment / Resolution — Description of Fields, continued

Field or Button

Action / Purpose
KDADS Investigation Actions Region (continued)
Investigation Notes Button

KDADS Investigation Actions

| Regulation Violations | | Investigation Notes ‘
Opens the Investigation Notes page for data entry of same pertaining to the incident.
Note Entry
Date: 06/17/2016
MNote Author:
Mote:
P
Save
Notes
Note Date Notes Note Author Added By
DeNTI2016 Investigation notes are entered here.  Joe Jetson JOBALUER
1-1
Date The date the Investigation Note entry was made.
Note Author The name of the person that wrote this note.
Note The text of the Investigation Note.
Save Click to save the note and display it in the Notes table.
Notes table Displays the Note Entry information once saved.

Continued on next page
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Assignment / Resolution — Description of Fields, continued

Field or Button Action / Purpose

KDADS Investigation Actions (continued)

KDADS Investigation Actions

| Regulation Violations | | Investigation Motes |

Report Submitted Date:

* Assigned To: |~ Select ~ v|
* Assigned Date: | |
* MCO or Value Options Verified: O Yes O No

KanCare MCO Crganization: |~ Select ~ v

KanCare MCO Nofified Date:
“alue Options Organization Member, i ves () No
“alue Cptions Org Mofified Date:

Frogram Type Revised: | ~ Select ~ e
Program Type Verified: Cives (I No

Reporting Source: [~Select~ v|

Reporting Method:

Follow Up Initiated: | |

Type of Follow-Up:

Initial Documentation Due Date: | |

Non-Compliance Plan: | ~Select~ v

Flan Due Date:

Flan Approved Date:

Flan Implementated Date:

In Compliance Date:

Investigation Finding: O allegation ) Verified Incident
* Resolved: Ol

* Resolve Date: | |
Resolution Comment:

Report Submitted Date Automatically populated from the submitted AIR Report.

Assigned To Which KDADS staff the incident is assigned to for review/investigation. Required
when the status is changed to “Assigned.”

Assigned Date The date the assighment was made. Required when there is an entry in the
Assigned To field.

Organization Verified If the client is assigned to an MCO or ValueOptions, this must be 'Yes.' If not,
'Not Applicable' is appropriate. 'No' can be used temporarily until verification is
done.

Organization to be Notified Once KDADS has verified the organization, this entry determines who (if
anyone) gets a notification email that an AIR report has been submitted for one
of their clients.

Continued on next page
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Assignment / Resolution -

Description of Fields, continued

Field or Button

Action / Purpose

KDADS Investigation Actions (continued)

Notify Organization of Submitted
Report

This button displays after an Organization to be Notified has been selected and
the page changes applied. This button is the only way the organization gets a
notification email. It is no longer automatically sent.

Organization Notified Date

Automatically fills when the Notify Organization of Submitted Report button is
clicked.

Program Type Verified

Select 'Yes' to confirm that KDADS has verified the program type originally
submitted, or the corrected one entered by KDADS. 'No' should be selected
until the program type is verified. 'Not Applicable' is appropriate if the program
type is unknown.

Program Type Revised

If the Program Type selected when the form was submitted is incorrect, KDADS
can change it here.

Notify New Program Area of Report

This button displays only if the Program Type Revised is changed. Use this
button to send a notification email to the KDADS staff assigned to the revised
program type.

Reporting Source

If the original source of the adverse incident was reported by means other than
the online reporting form, select the appropriate organization/group that
reported the incident.

Reporting Method

If a Reporting Source was selected, the method in which the incident was
reported should be chosen.

Follow Up Initiated

Date of incident follow-up.

Type of Follow-Up

If there is a follow-up for the incident, select whether it is an Onsite or Desk
Review.

Initial Documentation Due Date

The due date of any initial documentation.

Non-Compliance Plan

Select the type of compliance plan to correct a non-compliance issue.

Plan Due Date

The due date of the selected Plan.

Plan Approved Date

Date the Plan was approved.

Plan Implemented Date

Date the Plan was implemented.

In Compliance Date

Date compliance was met.

Investigation Finding

Select the appropriate finding for this incident.

Resolved

Check the box when the incident is resolved. Required when the status is
changed to "Completed."

Resolve Date

Enter the date the incident was resolved. Required when Resolved is checked. If
no date is entered, the current (system) date is automatically inserted when the
status is changed to "Completed."

Resolution Comment

Enter comments as desired/appropriate.

Note: All date fields that are manually entered must be typed in MM/DD/YYYY format. The slashes are inserted

automatically.

Updated 8/2016

Continued on next page
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Assignment / Resolution — Description of Fields, continued

Field or Button Action / Purpose

Correspondence History

This region records any correspondence that is generated by the AIR application in relation to this incident.

Correspondence History

Correspondence Date Subject Notification Sent To

Type

EMAIL 08/26/2016 nobody AIR Submitted by ABC123 THE PLACE-SN joe.program@ks.gov, mary.type@ks.gov

Updated 8/2016 Page 15 of 27


mailto:joe.program@ks.gov
mailto:mary.type@ks.gov

Attach/Upload File Utility

Introduction The Uploaded Supporting Document(s) region contains the Attach/Upload File utility, which is
used by the person reporting an adverse incident, to attach files relevant to the incident. The
region is accessible after the incident has been created, and before the incident is closed. Once the
incident has been submitted to KDADS, KDADS staff that have access to the incident can also
access the uploaded files with that incident.

The KDADS Only Document Upload region contains the same utility, but is accessible only by the
KDADS staff that have access to the incident. If the KDADS reviewer has any additional
documentation to upload, beyond what the Reporter uploaded, they can do so here.

Sample Blank
Form

To Attach / Upload File:
@  Steps to Upload a File:

Browse fo the file location by clicking on the "Browse..." button To Delete a File:

Uploaded source file name can not contain any special characters. (except d: (6] Only the person who uploaded the file can
underscore, slash, or period) delete the file.

Type a unique name in the "Document” field for easy identification. Click on the checkbox next to the file to be
Click the "Upload or Delete File" button. delefed.

Do not upload " docx” or "xlsx" files. Click on the "Upload or Delete File” button.

(Sawe "docx""Mxlxs" files a5 POFs then uplosd the POF file.)

2] Source file —
! File size limited to 100mb!
© Document (short descriptive name): |
(4] | Upload or Delete File |
I
(5 Uploaded Files
;
No data found.
Region Purpose
O Steps to Upload a File: Instructions for the upload process
® Source file / Browse... The source file path and file name appear here after
browsing to/selecting the file
© Document (short descriptive name) A description that provides a simpler name for the file
(required)
O Upload or Delete File button Completes the Upload process and displays a link to
the file in a table list
OR
Deletes the selected/checked file from the table list
© Uploaded Files Uploaded files will display in a table, replacing the 'No
data found' message.
@ To Delete a File: Instructions for Deleting an uploaded file

Continued on next page
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Attach/Upload File Utility, continued

Requirements Source File Name: There are specific rules that must be followed in the naming of the source file
that will be uploaded. If necessary, rename the source file before you attempt to upload it.
The source file name can contain only the following characters:
e Alpha-numeric characters (A-Z and 0-9)
e The following special characters: dash (- ), underscore (_), slash (/), and period ( . )

Source File Size: The source file (the file you are uploading) has a maximum file size of 100MB. To
conserve KDADS file server space, we request that the source files be saved in a way to reduce the
file size as much as possible. For example, if you are scanning a hard copy of a file, make sure your
scanner is not using too high of a resolution (200-300 dpi should be sufficient.) Be aware of the
size of picture files that are uploaded and resize/compress them if possible. If uploading a PDF file
and you have Acrobat Pro, there are optimizing features that can reduce the size of the file.

Source File Type: Most file types are compatible with the Attach/Upload File utility. However, be
aware that files that are application-specific may not be accessible if the user opening the file
does not have that application installed on their computer. For this reason we recommend the
following file types, as they are accessible via multiple image-viewing applications or PDF readers
that are common to many business applications:

e PDF (current Microsoft Office applications have a built-in 'save as PDF' option)

e JPG/JPEG (most scanners will scan images to this format)

e BMP (most scanners will scan images to this format. Preferred after JPG/JPEG, as BMP

files tend to be larger in size than JPG/JPEG)

Note: Word (.docx) and Excel (.xlsx) files are not compatible with the Attach/Upload File utility.
Make sure to save these file types as PDF files before uploading.

How To Follow the steps in the table below to upload a file to a saved Adverse Incident Report.
Step Action Result
1. Click on the Browse... button. The 'Choose File to Upload' dialog box
displays.
File size limited to 100mb! _
& Choose il o Upioad I ]
@Qﬂ » JoBauer b Downloads » temp - [+ Search temp Y

Organize v New folder = A @
> Favories Name Date modified Type Size
] MG_12,jpg 6/15/21 M JPGFile 89 KB

> (54 Libraries 4] MG 13,jpg IPGFile 70 KB
d] MG _14,pg IPGFile 97 KB
1% Computer d] MG _15.pg IPGFile 158 KB

I > Network

File pame: - | Fites ) -

Continued on next page
Updated 8/2016 Page 17 of 27



Attach/Upload File Utility, continued

How To Continued
Step Action Result
2. Navigate to the location on your computer | The desired file name appears in the file list
or the network where the file is located. window.
Note: Your window may look different
based on the file list type you have
selected.
3. Click on the file you want to upload. The file is highlighted.
4, Click on the Open button. The file name appears in the Source file
field of the Attach/Upload File page.
5. Enter a short descriptive name in the There are no character type limitations for
Document field. this descriptive name.

KDADS Only Document Upload

These documents will only be viewable to KDADS staff.

To Attach / Upload File:

Steps to Upload a File: To Delete a File:
1. Click on the "Browse..." button. 1. Only the person who uploaded the file
2. Browse fo the file location. can delete the file.
3. Click on the file and then the "Open” button. 2. Click on the checkbox next to the file to
= Uploaded source file name can not contain any special characters. (except be deleted.
dash, underscore, slash, or period) 3. Click on the "Upload or Delete File”
4. Type a unique nams in the "Document” fisld. button.

8. Click the "Upload or Delete File" button.
= Do not upload ".docx” or " xlsx” files.
{Save "docx"Mxxs" files as PDFs then upload the POF file.)

Source file
C:AL jobaueriDownl ‘temp\IMG_15.jpg Browse....
File size limited to 100mib!

Document (short descriptive name): |

Uploaded Files

A

Nao data found.

6. Click on the Upload or Delete File button. e The uploaded file information displays in
the Uploaded Files table, indicating the
source file is attached to the AIR report.

e The date and time of the upload is
indicated next to the Browse... button,
and in the Uploaded Files table.

Source file
Browse.. | Fisis) Uploaded 03/20018 11:35:14 AM
File size limitad to 100mb!

_Document (short descriptive name): |
Upload or Delete File

Uploaded Files

1A

View Document

view attachment 1 [0 161449 15jpg 08/29/2016 11:36:14 am  JOBAUER

1-1

Continued on next page
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Attach/Upload File Utility, continued

Important Note If the source file you are trying to upload contains invalid characters in the file name, you will
receive a message when you attempt to upload the file stating the file has been deleted. The file
will not be uploaded and you will need to rename the source file before attempting to upload it

again.

To Attach / Upload File:
Steps to Upload a File:
Browse to the file location by clicking on the "Browse.. " button To Delete
Uploaded source file name can not contain any special characters. (except dash Only the p
underscaore, slash, or period) delete the
Type a unique name in the "Document” field for easy identification. Click on th
Click the "Upload or Delete File" button. deleted.
Do not upload ".docx” or " xlsx” files. Click on th

[Save "docx"Mxdlxs" files as PDFs then upload the PDF file )

@Snume e Invalid source file name

4FATE432401070722/IME215 jog / (# used in file name)

DELETED UPLOADED IMAGE!

02/26/2016 14:00:03

File size limited to 100mb!

Document (short descriptive name): ||::r'::¢:- #2 of incident

[ 1

Upload Multiple  You can upload multiple files to the same AIR report. Repeat the previous steps for each file to be

Files uploaded. The Uploaded Files table will update with each additional file that is uploaded.
View an After you have attached a file to an incident, you can view it to confirm it uploaded successfully
Attached File and is accessible.
Step Action Result
1. | Toview an uploaded file, click on the 'view' | The file will display automatically, or you
link next to the uploaded file name in the may be prompted to open or save the file.
Uploaded Files table. If prompted, choose 'Open.'

Depending on your browser settings and
the type of file that was uploaded, the file
will open in either a browser window/tab,
or in the application it was created in.

attachment1 [ ] 161440 15jpg  08/20/2016 11:36:14 am

2. | After viewing the attachment, close the The window containing the AIR form
window/tab or the associated application. redisplays.

Continued on next page
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Attach/Upload File Utility, continued

Delete an If you discover you uploaded the wrong file, or you decide you no longer want to include the
Attached File uploaded file with this incident report, you can delete the attachment.

Note: Deleting an attached file does not delete the source file from its original location.

Step Action

Result

1. | To delete an uploaded file from an AIR
report, click on the check box next to the
Document name in the Uploaded Files
table.

A checkmark appears in the box, indicating
which document is to be removed.

Note: While documents must be uploaded
one at a time, multiple documents can be
removed in one delete action.

2. | Click on the Upload or Delete File button.

e The attached file is deleted from the AIR
report.

e The Uploaded Files table is updated.

e A deleted file message and date/time
stamp displays.

| Upload or Delete File

Uploaded Files

A

Documen

91123 12jpg 08/26/2016 02:19:21 pm
161449  15]pg 08/26/2016 02:13:44 pm

view photo #3
view photo #2 of incident
view photo of incident location ] 71480 13jpg 0826/2016 01:41:47 pm

Source file

File size limited to 100mb!

Document (short descriptive name): |

Upload or Delete File

Uploaded Files

A

view photo of incident location ] 71480

08/26/2016 01:41:47 pm

1-1

NOTE: Only the user that uploaded the file can delete the file.
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User View Access Maintenance Tab

Overview

Introduction

Groups

Add or Delete
Groups

Updated 8/2016

The User View Access Maintenance tab is used to maintain the group members of each Program
Type used in AIR, and the MCO and ValueOptions organizations. This tab is available only to AIR
users that have been given the required security access to maintain these groups.

When an AIR form is submitted to report an adverse incident, one of the requirements is to
indicate what Program Type the client is associated with.

The Program Type drop-down list is populated with the 'program type' groups found on the User
View Access Maintenance page. The group members assigned to these Groups are the users that
have access to the incidents associated with their group (Program Type.)

Additionally, the MCO and ValueOptions users that access AIR are defined here. The group
members of each 'organization' group are the users that can access their clients' Adverse Incident
reports.

These are the program types to which users can be assigned:
e Psychiatric Residential Treatment Facilities
e HCBS Waiver Providers
e Private Psychiatric Hospital
e Substance Abuse Treatment Providers
e Not Assigned
e Community Mental Health Centers
e Community Services and Programs Commission (CSP)
e CMHC Providers

These are the organizations to which users can be assigned:
e Amerigroup
e Sunflower
e UnitedHealthcare
e ValueOptions

Generally, the MCOs and ValueOptions group members are from their organization, and the other
program type group members are KDADS program staff.

If the Program Type selected for an incident is 'UNKNOWN,' the group members from 'Not
Assigned' have access to the incident.

If additional groups need to be added or a group needs to be deleted, send an email to the KDADS
Help Desk (KDADS.Helpdesk@ks.gov) to request the change. Include the group to be
added/deleted, and justification for the request.

Continued on next page
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User View Access Maintenance, continued

How to
Edit Group
Members

Updated 8/2016

Follow the steps in the table below to edit the Group Members in an AIR User View Access
Maintenance group.

Step Action Result
1. | Launch the Submitted AIR Reports web The default Adverse Incident Listing page
application. displays.
2. | Click on the User View Access Maintenance | The User View Access Maintenance page

tab.

displays.

Kans as
Department for Aging
and Disability Services

&Adverse Incident Reporting

Logout

./ Adverse Incident Listing LIET R U T T LET G BT - < User E-Mail Maintenance

]

’

AAdverse Incident Reporting

User Access Maintenance

List of Groups

Group Group Members
Psychiatric Residential Treatment Facilities cdif[CRISMOZINGD
CHRISTOPHERSEAGC
NANCYRAPP
| |LINDABLASI
HCBS Waiver Providers [edif| WILLIANWINTLE
SUSANFOUT
SANDRACHATHANM

if[SIDNEYENGLISH
| ||SUELLENSHEA
Sunflower [edif| LORIHOWARD
PAIGEWCODRING
PEGGYFORD

| ||PJSIEGFRIED
UnitedHealthCare [edif| JANICEMOORE
LAURACONNOLLY
RASHELEHILL

Frivate Psychiatric Hospital edif||DEBYZIMMER MAMN
WOBAUER
[TESTUSER99

Substance Abuse Treatment Providers edit||STACY CHAMBERLAIN
STEPHENBRAZILL
SHERIWURAD
PATRICKOCHS
WAYNEPICKERELL
WANELSANFORD

[Not Assigned edif|NANCYRAFPP

alueOptions edif|[CHRISFORSHEE
STACYCHAWMBERLAIN
Community Mental Health Centers [edif|[EINABREWER
ERADLEYKIRMER
NANCYRAPP
ROMNPAVELKA
[Community Services and Programs Commission (CSP)[edif] AMANDALUX |

[CMHC Providers |[dif[NANCYRAPP |

g

[
=
=

lAmerigroup

Continued on next page
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User View Access Maintenance, continued

How To continued

Step Action

Result

3. | Find the Group to be updated and click on
the edit link next to the group name.

The Group Members shuttle list displays.
The current group members are listed on
the right. Members that can be added are
listed on the left.

12 = KDADS Employee
21 = Amerigroup Employee
22 = Sunflower Employee

J Potential Group Membersd

The number located after the member's name indicates what organization they are associated with:

23 = UnitedHealthcare Employee
7274 = ValueOptions Employee

J Current Group Members$

| Apply Changes _Gmup Members

DAMON ADAMS - 23
ELIZABETH ALLEMN -12

JOHN BARRY - 12

DIANE BEGGS -12
TOSHIABELL -21

JAKE BIGLER - 12

LINDA BLASI-12

BRIAN BOLEN -22

JENNIFER BOLYARD - 12
STEPHEN BRAZILL - 12

GINA BREWER - 12

JEFF BURKHART - 12
VINCENT CAILTEUX -23
ASHLEY CARR - 22

LAURO (LARRY) CASTRO-12
LINDSEY CECIL-12

STACY CHAMBERLAIN -12
SANDRA CHATHAM -12
KIMBERLY CLARE-12
JENNIFER CLARK - 23 4

Rov¥F

JOBALUER -12
TEST USER99 - 21

G e

Add a Member to the Group

Select the name from the potential group
members on the left.

The name is highlighted.

Click on the '>'icon located between the
two lists of names.

The highlighted member is moved to the
current group member list.

OR Double-click on the name from the potential
group members on the left.

The name automatically moves to the
current group member list.

OR Select multiple names from the potential
group members list (Ctrl+click)

Multiple names are highlighted.

Click on the '>'icon.

All highlighted names move to the current
group member list.

Click on the Apply Changes button.

The change is saved.

Updated 8/2016 Page 23 of 27

Continued on next page



User View Access Maintenance, continued

How To

continued

Remove a Member From the Group

Select the name from the current group
members on the right.

The name is highlighted

Click on the '<'icon located between the
two lists of names.

The highlighted member is moved to the
potential group member list.

OR

Double-click on the name from the current
group members on the right.

The name automatically moves back to the
potential group member list.

OR

Select multiple names from the current
group members list (Ctrl+click)

Multiple names are highlighted.

Click on the '<'icon.

All highlighted names move to the potential
group member list.

Click on the Apply Changes button.

The change is saved.

Note: The double directional icons (>> and <<) moves the complete list of names from one list to the
other. If you accidentally move any (or all) names from one list to the other, simply click the Reset
icon i) to undo the action. Once changes have been applied, the Reset icon will not work.

Updated 8/2016
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User E-Mail Maintenance Tab

Overview

Introduction

E-Mail Groups

Updated 8/2016

The User E-Mail Maintenance tab is used to maintain the e-mail group members for each Program
Type and Organization assignment used in AIR. This tab is available only to AIR users that have been
given the required security access to maintain these e-mail groups.

Certain events in AIR, such as submitting an AIR report, or assigning an MCO and clicking the e-mail
notification button, trigger e-mail notifications to users associated with the submitted AIR report.
AIR looks to the group members defined on the User E-Mail Maintenance page to determine who to
send the e-mail notifications to.

While the list of E-mail Groups is the same as the list of User View Access Groups, the group
members can be different between the two. Separate lists allows for users that access the
submitted AIR reports to not necessarily have to also receive the notification emails every time a
triggering event occurs for a report.

User Access Maintenance

List of Groups

Group [Edif[ _ Group Members

Psychiatric Residential Treatment Facilities edit|[CRISMOZINGO
HRISTOPHERSEAGO)

INANCYRAPP

LINDABLASI

HCBS Waiver Providers &dil| SUSANFOUT
[SANDRACHATHAM
DIANEBEGGS
RICKHCUSMAN
LAURAGARRISON
ICOLINRORK
LINDADYOUNG
IMELISSAMCDANIEL
DEBYZIMMERMAN

fimerarous ponevevcs | || I

[BUELLENSHEA i .
User Group E-Mail Maintenance

[Sunfiower cdit [PAIGEWOCDRING
List of Groups

PEGGYFORD
PJSIEGFRIED
UnitedRealinGare 01| JANICEMOORE
L AURACONNOLLY
Group Edif[ Group Members
Psychiatric Residential Treatment Facilities - Email edit][
HCBS Waiver Providers - Email edit
[Amerigroup - Email edif||[DEBY ZIMMERMAN

RASHELEHILL
Private Psychiatric Hospital edil|[DEBYZIMMERMAN
IOBAUER
Sunflower - Email edit
UnitedHealthCare - Email edit

DIANEBEGGS
RICKHOUSMAN

[Substance Abuse Treatment Providers 2dii] STACYCHAMBERLAIN
[ETEPHENBRAZILL
[BHERIJURAD
PATRICKOCHS
WAYNEPICKERELL
ANELSANFORD
DEBYZIMMERMAN

Frivate Psychiatric Hospital - Email edit)| DEBYZIMMERMAN
Not Assigned E01| [NANCYRAPP JOBAUER

DEBYZIMMERMAN

[Substance Abuse Treafment Provicders - Email edit
[Not Assigned - Email edit|| DEBYZIMMERMAN]

‘alueOptions cdit| [CHRISFORSHEE
[ETACYCHAMBERLAIN

‘alueOptions - Email edit
Community Mental Health Centers - Email edit
Community Services and Programs Commission (CSP) - Emaﬁllecl i

Community Mental Health Centers edit| [GINABREWER
BRADLEYKIRMER
INANCYRAPP
RONPAVELKA

[Community Services and Programs Commission (CSP)|[dii| AMANDALUX EMHC Providers - Email e

[CMHC Provigers |[edii][NANCYRAPE

Continued on next page
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User E-Mail Maintenance, continued

Edit Group
Members

Updating E-Mail groups follows the same general steps as updating the User View Access groups.

User Group E-Mail Maintenance

Numbers after persons names:

« 12 =KDADS Employee

= 21 =Amerigroup Employee

= 22 =Sunflower Employee

= 23 =UnitedHealthCare Employee
= 7274 =Value Options Employee

List of Groups
Group |[Edif[ Group Members D
Psychiatric Residential Treatment Facilities - Email \ edit] EL|
[HCBS Waiver Providers - Email | B JO|
{Amerigroup - Email \e:\it\ Dl
Sunflower - Email J[eai] Ig US
[Private Psychiatric Hospital - Email =dif[DEBYZIMMERMAN] BRI W|th
OBAUER JE
ESTUSERS9Y
ST
Substance Abuse Treatment Providers - Email [[edi] Gl acess
[Not Assigned - Email J[eai] JE
valueOptions - Email di] W to AI R
ICommunity Mental Health Centers - Email AS
ICommunity Services and Programs Commission [C’SP:-EmaH\ a:m\ :jc\ -1z
CMHC Providers - Email Jledi] STl )
SA
Legend K
JERMIFEF CTARK

If additional groups need to be added or a group needs to be deleted, please contact the KDADS Help Desk

IEZIEE Group Members

- DEBY ZIMMERMAN - 12 -

JOBAUER - 12
TEST USERO9-21

Selected Users to
receive e-mail
notifications.

BReav¥g
e

| Refreshes the listing (if changes have not been applied)

| Moves complete list of names to the active list

Moves selected name(s) to the active list

| Removes selected name(s) from the active list

Boev¥F
A ATAA

— Removes complete list of name(s) from the active list

How To

Follow the steps in the table below to edit the members of E-Mail Notification groups.

Step

Action

Result

1.

Find the E-Mail Group to be updated and

click on the edit link next to the group name.

The Group Members shuttle list displays.
The active Group Members are listed on the
right.

Select the name from the appropriate list to
be added or removed.

The name is highlighted.

Click on the appropriate move icon (or
double-click the name) to either add the
name to, or remove the name from, the
active Group Member list.

The highlighted member is moved to or
from the active Group Member list.

Click on the Apply Changes button.

The change is saved.

Updated 8/2016
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Close Application/Log Out of KDADS Web Applications

Introduction

How To Close a
Single
Application

How To Log Out
of KDADS Web
Applications

Updated 8/2016

When done working in the Submitted AIR Reports web application, the application should be
closed to prevent unauthorized access to any data in AIR. To prevent unauthorized access to any
application, the user should log out completely from the KDADS Web Applications Home Page.

Follow the steps in the table below to exit the Submitted AIR Reports web application.

Step Action

Result

1. In the upper right corner of the AIR
application window, or on the right side
of the window tab, click on the X.

The window/tabbed window closes and the
KDADS Web Applications Home Page
displays.

AlIR is open in
its own Window:

Air is open in a tabbed Window:

N

/A\ —

T

| o - - ( )
@ KDADS Web Apps Homne Page ... | (=2 Adverse Incidents Workllk J) |

=

] (-

File Edit View Favorites Tools Help

N

[
Lo pd

}Dvﬂc:l 0} T

Kansas

Department for Aging
‘ and Disability Services

/\ Adverse Incident Reporting

Follow the steps in the table below to logout of KDADS Web Applications.

Step Action Result
1. If not already displayed, display the
KDADS Web Applications Home Page.
2. Find the Logout link at the top of the The logout process runs and the KDADS
page and click on it. Login Page for Web Applications displays.
) —
x;’i:n”fig?i""fu?ai@s?fe%@%a i Logout (4.2.3) ~— KDADS Login Page for Web Applications
‘Welcome: TEST USER99 [21] Logged in st: 2016/08/16@12:32:09 in (defaull Forgot Password Change Password
Kansas
Department for Aging Username | |
and Disability Services
MCO : TESTUSER9Y Password |
=3

Welcome to the KDADS Web Applications Home Page

3. Close the window or tabbed window the
KDADS Login page resides in.
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